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CHAPI'ER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this investigation was to determine the extent of 
the vocational guidance services provided for business education 
students in the Catholic secondary schools of the Archdiocese of Boston. 
Analysis of the Problem 
The following subordinate problems were involved in 
this study: 
1. To ascertain the types of vocational guidance 
services which are provided for business students in the 
Catholic secondary schools of the Archdiocese of Boston 
2. To determine test data and records used in 
providing vocational guidance for business students 
3. To determine the high school staff members 
responsible for counseling and placement 
4. To ascertain the procedures used in counseling, 
placement, and follow-up of business students 
5. To determine the instructional materials and 
types of activities used to provide vocational guidance 
for business students 
6. To reveal the problems encountered in providing 
effective vocational guidance for business students 
1. To make recommendations and suggestions based 
upon the data compiled in this survey for the improvement 
of vocational guidance for business students in the 
Catholic secondary schools of the Archdiocese of Boston 
Delimitation of the Problem 
This study included a survey of the vocational guidance services 
available to business students in the Catholic secondar.y schools of 
the Archdiocese of Boston. The investigation was based upon an 
analysis of the data obtained from Catholic high schools offering 
business education. 
The complete guidance program should center around that 
personalized, systematic, organized phase of the educational process 
which helps the individual to make satisfactory present adjustments, 
and to grow in the power of self-direction in future adjustments. 
Provision for these guidance services is the responsibility of the 
Catholic secondary schools. 
This investigation was limited to a survey of vocational guidance 
because of the importance and need of vocational guidance for business 
students. 
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This study was limited to all approved Catholic secondary schools 
in the Archdiocese of Boston offering business education courses. Thus 
far there has been no investigation conducted to determine the extent 
of the vocational guidance services in the Boston Catholic high schools. 
The findings of this study should assist the Catholic secondary schools 
to improve their vocational guidance facilities for business students. 
Definition of Terms 
In order that there may be a common interpretation of the terms 
used in this investigation the following definitions are set forth: 
Guidance. To assist the individual through 
information, habits, techniques, counsel, attitudes, 
ideals, and interests, to make wise choices, adjustments, 
and interpretations in connection with critical situations 
in his life in such a way as to ensure continual growth in 
ability for self-direction.1 
Vocational Guidance. The process of assisting the 
individual to choose an occupation, prepare for it, enter 
upon and progress in it. It is concerned primarily with 
helping individuals make decisions and choices involved 
in planning a future and building a career--decisions and 
choices nec~ssary in effecting satisfactory vocational 
adjustment. 
Business Student. A student enrolled in the business 
curriculum in order to receive vocational training. 
Justification of the Problem 
Guidance is based upon the fact that human beings need help in 
adjusting to life situations. Man requires the aid of others when he 
is brought into the world, and in varying degrees, continues to look 
to his Creator and fellow-man for assistance in administering to his 
continuous wants throughout life. 
!Jones, Arthur J., Principles £!: Guidance, McGraw-Hill Book Co., 
Inc., New York, 1951, frontispiece. 
3 
2As quoted by Gertrude Forrester in Methods of Vocational Guidance, 
D. C. Heath and CompaQy, Boston, 1951, pp. 35, 36:-(committee of 
Fourteen, C. E. Partch, Chairman.) 
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Numerous articles on guidance problems and procedures have appeared 
in business education periodicals during the past few years. This is an 
indication of the growing interest and serious thinking on this subject. 
As the enrollment in the Catholic secondary schools grows, and as 
the changing economic order reflects changes in occupations, the burden 
on the business education department for furnishing adequate guidance 
increases. According to the Reverend Robert E. Champagne,1 the business 
graduates in the Catholic secondary schools of the Archdiocese of Boston, 
in 1951, represented 51.1 per cent of the total graduates. 
The business department guidance worker should start the student 
toward self-guidance, encourage him to chart a course of action during 
his high school years, and assist him so he will be able to approach 
his problems in later life in a more intelligent manner and thus arrive 
at satisfactory solutions. 
The majority of the Catholic high schools in the Archdiocese of 
Boston are small. This fact may seem to indicate that vocational 
guidance services are very limited in this segment of American secondary 
education. This survey will disclose the wqs and means which are used 
to provide vocational guidance for the business education students in 
the Catholic secondary schools. The survey will also serve as a basis 
for improvement in the vocational guidance services in the Catholic 
high schools of the Archdiocese of Boston. 
1champagne, Robert E., ! Study ~ the Business Education Curriculum 
~~Catholic Second~ Schools of the Archdiocese of Boston, Master's 
Thesis, Boston University, 1953, p. 17. 
Organization into Chapters 
In reporting the findings in this study, the following chapters 
were developed. Chapter I contains an introduction to the study 
including the major and subordinate problems. Chapter II consists of 
a review of the related literature which forms the background for this 
study. The exact procedures used in this survey are described in 
Chapter III. Chapter IV presents an an~sis and interpretation of 
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the data compiled from the cheek lists. A summary of the findings, 
conclusions, and recommendations for improving the procedures and 
techniques used in guidance services for business students are contained 
in Chapter V. 
CHAPTER II 
REVIEW OF RELATED LITERATURE AND RESEARCH 
Introduction 
Research studies and literature pertaining to vocational guidance 
in the secondary schools were studied to obtain a knowledge of the 
guidance services which were available to business students. An 
analysis of the more important findings relating to vocational guidance 
has been reported below. 
Need for Vocational Guidance 
Research studies and literature have indicated that there is need 
for better guidance programs for business education students than exist 
in most schools tod~. 
The complexity of our economic society, the increasing number of 
students attending school, and an awareness of individual differences 
make guidance in the schools inevitable. It is true that schools have 
alw~s provided some type of guidance for the students, even though the 
word guidance m~ not have been used. In the past, however, schools 
have not taken full advantage of the opportunities for guidance, mainly 
because they have not clear~ recognized their responsibility in this 
respect. They have often been more concerned with the details of the 
curriculum rather than with the adjustment of young people to the 
school environment and to the broader environment of the community and 
world in which they live. Until recently, the vocational guidance 
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afforded by most schools has not been based on an organized, well-planned 
program but has been left large~ to the initiative of individual 
teachers. 
Due to the great increase of school population, guidance services 
are more necessar.y than ever before. The following table prepared by 
the Federal Security Agency and the United States Bureau of Census and 
presented by Musselman! gives the trend of public school enrollment 
from 1900 to 1953. 
TABLE I 
PUBLIC SCHOOL ENROLLMENTS, 1900 to 1953 
Grades 1-8 Grades 9-12 Total Population 
Year in Millions in Millions in Millions 
1900 15.0 .5 76 
1910 16.9 .9 92 
1920 19.4 2.2 106 
1930 21.3 4.4 123 
1940 18.8 6.6 132 
1950 19.4 5.7 150 
1953 22.7 5.5 155 
The increasing school population is evidenced by the following 
statistics compiled by the United States Office of Education. 2 
Enrollment in the city school systems (kindergarten through secondary 
school) rase 10.4 per cent in the biennium from 1951-52 to 1953-54, to 
~usselman, Vernon A., "A Basic Philosopqy of Guidance,• The 
American Business Education Yearbook, vol. ll, Eastern Business-Teachers 
Association and National Business Teachers Association, 1954, p. 1. 
2
statistics of City School Systems: Staff, Pupils, and Finances, 
1953-1954, United States Government Printing Office, Washington, D. c., 
1956, Chapter 3, frontispiece. 
a level of 15,912,000 pupils. This represents an increase of 
1,498,000 pupils. 
The Office of Education1 estimated that total enrollments would 
increase between 1955 and 1965 as follows: in elementar.r schools, 
from 27,738,000 to 35,659,000, approximately 20 per cent; in secondary 
schools, from 7,422,000 to 11,890,000, approximately 60 per cent. 
In the school year 1948-49 approximately 3.5 million students were 
enrolled in business subjects in the secondary schools. 2 This number 
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will increase to 7 million in 1964-65 if the business subject enrollment 
continues to be 60 per cent of the total school enrollment.3 With the 
increased holding power of schools, and with an increased need for 
workers on the skilled and technical levels, there is good reason to 
believe that a larger proportion of students entering the secondary 
school will enroll in business subjects.4 
Expansion in the vocational guidance services to keep pace with 
the growing school population is an important objective. Our 
responsibility for drop-outs must not be overlooked. The school must 
make greater efforts to aid potential drop-outs to make a healt~ 
adjustment to school life. 
1
.Anderson, Earl w., Vesey, Margaret A., and Rayburn, Charles M., 
"Investigation of Teacher Supply and Demand Reported in 1955," 
Educational Research Bulletin, vol. 35, May, 1956, p. 128. 
2Enterline, H. G., "The Characteristics of a Changing School 
Population," The American Business Education Yearbook, vol. 13, Eastern 
Business Teachers Association and National Business Teachers Association, 
1956, p. 16 • 
.3r.omax, Paul S., "Challenges for the Future in Business Education, 11 ,' 
The National Business Education Quarterq, vol. 23, May, 1955, p.5. 
4Enterline, ~· cit., p. 17. 
Although some surveys have discovered that throughout the nation 
the holding power of the high schools on students has become greater 
since 1939, for some cities and states the number of drop-outs between 
1939 and 1954 was very great. Schools which allow an election of 
courses show a good holding power. The spread of vocational offerings 
has helped to retain in school a good many students who otherwise would 
have left. 
In regard to the large number of school leavers Musselman1 says: 
In spite of the fact that the number of pupils attend-
ing school is continually increasing, we still have a large 
number of drop-outs or school leavers. Approximately one-
half of the boys and girls enrolled in the sixth grade remain 
in school long enough to graduate from high school. In some 
instances the school ~ not offer much that is of great 
value to the pupils, but in a great many cases the proper 
guidance program would help individuals to find out how they 
can profit from the school programs available to them. 
Reynolds2 points out that high school graduation will become the 
general rule when he states: 
While some students still leave school prematurely for 
financial reasons, the percentage leaving on this account will 
decline steadily in future as income levels rise and greater 
security of income is provided through social insurance. The 
time is not far distant when all youngsters, except a small 
percentage with marked mental deficiencies, will complete high 
school. 
~usselman, loc. cit. 
~eynolds, Lloyd G., The Structure of Labor Markets, Harper and 
Brothers, New York, 1951, pp. 275-276. -- -----
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McKown1 gives two main justifications of vocational guidance: 
l. For the purpose of making the individual a happy, 
contented, and successful worker. 
2. For the purpose of developing a society in which 
all members are the better because of the harmoQY 
of the entire group--a society that recognizes and 
utilizes all kinds of individual possibilities and 
treats them with respect and fairness. 
Because among employees, dissatisfaction with their jobs is 
prevalent, Kitson2 states that there is a pressing need for vocational 
guidance: 
There are approximately fifty million wage-earners in the 
United States. It is estimated that about one-fourth of these 
are dissatisfied with their occupations or their jobs. • •• 
Altogether it is probable that there are about twenty-five 
million workers in the country who are in need of vocational 
adjustment. 
Population shifts, higher standards of living, reduced employment 
of youth, vocational specialization have all been witnessed in the last 
10 
half century. The changed conditions have put added responsibilities on 
the school. Intelligent choice can result only where the young person 
has adequate facts and experiences, and when he receives careful 
counseling at crucial stages of his progress. A realization of the 
changes that have transpired serves to indicate that now, more than ever 
before, the individual needs assistance. The necessity for assistance 
in making vocational choices is well illustrated by the following 
statements of Frank Parsons. 
~cKown, Harry c., Home Room Guidance, McGraw-Hill Book Company, 
Inc., New York, 1934, p.~. 
2xitson, Harry Dexter, ~to~~ Right Vocation, Harper and 
Brothers, Publishers, New York, !947, preface, p. vii. 
1. 
2. 
3. 
4. 
5. 
It is better to choose a vocation than merely to hunt 
for a job. 
No one should choose a vocation without careful self-
analysis and under guidance. 
The youth should have a large survey of the field of 
vocations, and not simply drop into the convenient or 
accidental position. 
Expert advice, or the advice of men who have made a 
careful study of men and vocations and of the conditions 
of success, must be better and safer for a young man 
than the absence of it. 
The putting down on paper of a self-analysis is of 
supreme importance.l 
The literature in the field of guidance indicates that there is as 
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much interest and discussion concerning vocational guidance as any other 
area of this work. Commenting on the public appeal for vocational 
guidance Humphreys and Traxler2 say: 
As the public began to realize the long-term values of 
guidance in terms of its vocational contributions to the 
individual and society, it was increasingly willing to assume 
the financial burden entailed in the addition of this field 
of education to the school program. The vocational aspect of 
guidance has continued to have greater public appeal than any 
other aspect--for example, guidance designed to help the 
individual to achieve better personal and social adjustments. 
Humphreys and Traxler3 have also emphasized the fact that there is 
a demand for vocational guidance: 
Many studies have shown that more persons desire 
vocational counseling than counseling in any other field 
within the whole guidance area. This demand is not surprising, 
for the selection of a vocation is undoubtedly one of the two 
or three most important decisions that an individual makes 
during his entire lifetime. 
lAs quoted by Arthur J. Jones in Principles of Guidance, McGraw-Hill 
Book Company, Inc., New York, 1951, p. 585. -
2Humphreys, J. Anthony, and Traxler, Arthur E., Guidance Service, 
Science Research Associates, Inc., Chicago, 1954, p. 73. 
3Ibid., p. 165. 
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Even though the democratic w~ of life has come to the point where 
individual initiative is emphasized more and more it is doubtful whether 
all youth can make their decisions unaided about the problems which 
confront them tod~. Trytten, 1 commenting on the responsibility of 
secondary education, writes as follows: 
The responsibility of secondary education is to develop 
each pupil for a rich, full, and useful life. To do this the 
school must concern itself with each individual's personal 
and social growth, as well as his occupational and civic 
effectiveness. 
Methods of Vocational Guidance 
Curriculum and guidance planning cannot be separated. They must 
be planned coordinately. A curriculum in order to provide all the 
experiences necessary to insure growth, development, and ability in 
self-direction involves the complete integration of guidance services 
and instruction. Regular subjects are used as the vehicles for 
fulfilling some of the functions of guidance. 
In regard to the utilization of general materials for vocational 
guidance, Jones2 s~s: 
Our problem is not so much to introduce new material 
primarily for the purpose of guidance as to utilize the 
entire work of the school organized for general educational 
purposes and, when possible, to use the occupational approach 
to vitalize and motivate and make more efficient all school 
work. • • • The general subjects, even as usually taught, are 
full of valuable materials for guidance purposes; the 
opportunities they offer are almost unlimited for new material 
and new methods that would vitalize them and considerably 
enlarge their usefulness. 
1Trytten, John M., "Business Standards and Performance: Levels and 
Competencies," The American Business Education Yearbook, vol. 13, Eastern 
Business Teachers-ASsociation and National Business Teachers Association, 
1956, p. 49. 
2Jones, Arthur J., Principles of Guidance, McGraw-Hill Book Company, 
Inc., New York, 1951, p. 372. 
In stressing the importance of a standard or core curriculum for 
1 
all high school youth, Reynolds writes: 
We should not try to divide children at the end of the 
eighth grade into prospective manual workers, clerical workers, 
and professional and administrative workers, and consign these 
groups respectively to a trade school, a commercial high school, 
and a college preparatory school. All should go through a 
basic curriculum designed to meet the objectives noted above 
and, incidentally, to provide adult Americans with a solid base 
of common educational experience which can serve as a cohesive 
force in the community. 
The school must help to broaden the vision of the student and 
interest him in finding himself and his best field of service. This 
means a more diversified course of study and an application of 
vocational guidance to the curriculum. 
According to E.yster2 the curricular organization for educational 
and vocational guidance in business education involves three purposes: 
1. To help pupils discover, appraise, and interpret their 
own personal factors and characteristics that are basic 
in the selection of and preparation for a business 
occupation. 
2. To help pupils acquire an understanding of the general 
requirements, limitations, and opportunities of the 
various families of business occupations and specific 
information about those occupations in which inexperi-
enced persons m~ be employed. 
3. To develop in pupils the ability to use good judgment 
in making their occupational choices by basing their 
decisions upon an understanding of the relationship 
between their personal factors and the characteristics 
of the business occupation they select. 
lReynolds, ~· cit., p. 277. 
13 
2E.yster, Elvin s., "Basic Concepts of Guidance' in Business Education," 
The Business School Executive, vol. 4, March 1948, pp. 20-26. 
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Traxler1 insists on a wide offering of variables in the curriculum. 
One of the main areas of opportunity within the school 
is, of course, the curriculum. When there is only a single 
curriculum consisting of constants which all pupils are 
expected to take, the possibilities of guidance in relation 
to the curriculum are decidedly limited; • • • but under 
conditions where there is a curriculum consisting of constants 
supplemented by a wide offering of variables, there must 
either be a careful individual program of guidance of pupils 
toward the offerings best suited for them as individuals or 
there will inevitably be a great waste of teacher and pupil 
effort, which will eventuate in many cases of failure and 
maladjustments. 
Exploratory and tryout courses serve as media for providing 
guidance services. Exploratory courses in a subject field aim to give 
the student an opportunity to acquaint himself with areas of occupations 
related to a certain subject field. When a student is presented 
elementary, but basic information that is prerequisite to further study, 
he gets some idea of what lies aliead. Furthermore he tries himself out 
and reveals to himself and to his teacher something about his abilities, 
interests, likes, and dislikes. Tryout courses help the individual to 
move forward in what seems to be the right direction. These tryout 
courses are recommended by Jones2 when he s~s: 
Tryout courses give very valuable information for the 
counselor and helpful experience to the students themselves; 
they illustrate nicely the impossibility of separating the 
various phases of guidance in actual practice. 
Reynolds3 as a result of the findings of two studies, suggests 
improved methods of vocational guidance in the secondary schools. He 
1 
Traxler, Arthur E., TechnfGues of Guidance, Harper and Brothers, 
Publishers, New York, 1945, p. • --
2 
Jones, Principles of Guidance, p. 387. 
3aeynolds, L. G., "Improving Job Findings," Personnel~ Guidance 
Journal, vol. 34, May, 1956, p. 539. 
feels that there is too much stress on psychology and too little on 
economics in vocational guidance, too much concentration on testing 
individual abilities and too little concern with active employment 
opportunities. 
During the last two years of high school Reynolds1 recommends 
that students be given a systematic basis for judging the relative 
attractiveness of different jobs and employers as well as their own 
capacities. He suggests that the students be given full information 
on the occupational structure of the economy, prospective earnings in 
various occupations, nature of the work and other non-wage character-
istics, the amount and type of specialized training required, the trend 
of demand and the chances of securing employment, employers' hiring 
requirements and procedures, the operation of the public employment 
service, and other means of securing placement. 
Greenleaf2 stressed the essential need of explaining occupational 
opportunities and implications to students and relating them to school 
subjects. He also recognized the fact of individual differences in 
viewing the occupations as m~ be seen from the following: 
In choosing an occupation, personal likes and dislikes 
play a part. No two persons considering the same job will 
find the same advantages or disadvantages. Fortunately, the 
reasons for likiilg or disliking an occupation are individual 
ones, not to be challenged by anyone else. 
1Ibid., p. 539. 
2Greenleaf, Walter James, Occupations and Careers, I1cGraw-Hill 
Book Company, Inc., New York, 1955, p. 397.-
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Trytten1 makes the following comments concerning curriculum 
adjustment in terms of pupil competencies: 
In curriculum adjustment, guidance and instruction 
thinking should be in terms of pupil competencies. Thinking 
in terms of subjects, courses, credits, or grades tends to 
the basing of decisions on concern for the machinery of 
education rather than on the interests of the pupils. 
The guidance service should protect pupils against too 
ear~ specialization and against the selection of subjects 
according to whim, impulse, or bias, whether it be on the 
part of the pupil, the parent, or the counselor. 
Curriculum thinking should be stretched to include the 
community college and other local or conveniently accessible 
resources that can have a part in the best growth experience 
for pupils who are blessed with abilities that will respond 
to continued development. 
One of the important needs in vocational guidance is that of 
obtaining reliable information that can be tested and acted upon with 
confidence. United States Employment Service Offices throughout the 
country test about half a million applicants per year with aptitude 
2 
test batteries. Follow-up studies have been conducted to evaluate the 
effectiveness of test-selected workers on the job. Results of such 
studies show that test-selected workers have lower turnover rates, 
achieve greater production, and require less training time than non-
test-selected workers in the same organization. 3 
~rytten, ~· cit., pp. 49-50. 
16 
2nvorak, Beatrice J., "The General Aptitude Test Battery," Personnel 
and Guidance Journal, vol. 35, November, 1956, p. 149. 
3Ibid., p. 149. 
1. 
Arico emphasized the fact that valuable data concerning the 
interests, aptitudes, and abilities of students are obtained through 
the use of tests. The majority of the high schools responding to his 
survey reported that tests were used in their vocational guidance 
program. Arico further stated that if the tests are recorded, 
interpreted, and used in the proper manner, the schools are using 
important tools in measuring the interests and abilities of students. 
Need for Vocational Counselor 
Since the trend is definitely toward public recognition of the 
need for guidance, an increase in professionally trained workers is 
an absolute necessity. 
As far back as 1915 the need of a vocational guidance counselor 
was stressed by Davis2 in his address at the Convention of the National 
Guidance Association when he stated: 
Each institution needs a counselor who can guide the 
students wisely and sympathetically amidst the confusion 
of special courses and the influences of the specialists. 
Let it be understood that Vocational Guidance should be a 
formal part of the training of the teacher in our Normal 
Schools and our Colleges or Departments of Education. 
17 
1Arico, Herbert, ! Stugr of Vocational Guidance Services for 
Business Students in the Small Public Sigh Schools Throughout New England, 
Master's Thesis, Boston University, 19 1, p.77. ---
2Davis, Jesse B., "The Problem of Vocational Guidance Stated," 
The Personnel and Guidance Journal, vol. 34, March, 1956, p. 421. 
According to Forrester1 o~ about one-sixth of the high schools 
in the United States employ vocational guidance counselors. Three 
thousand nine hundred and ninety high schools employ counselors serving 
half time or more, while 24,000 high schools in the United States do 
not employ vocational guidance counselors. 
Waters2 discovered that busy staff members have to assume guidance 
functions in many of the schools if this service is to be provided. Of 
the 147 larger secondary schools of New England surveyed, only 46 per 
cent reported the existence of a full-time counselor. 
The twenty-fourth yearbook of the American Association of School 
Administrators recommends one full-time counselor to every 200 students 
in the secondary schoo1. 3 
18 
~ers4 suggests a full-time counselor for schools with an enrollment 
of 300 or more: 
The head counselor is the school's specialist in 
vocational guidance. In schools of 300 or more he m~ be 
expected to devote his entire time to this program. In 
larger schools he will need full-time or part-time assist-
ants who have had considerable training in the guidance 
field. • • • With the assistance from the bureau's office 
and in consultation with the principal, the head counselor 
will plan and coordinate the vocational guidance program 
within the school. 
lrorrester, Gertrude, Methods of Vocational Guidance, D. c. Heath 
and Company, Boston, 1951, preface i)':" vii. 
2waters, Mary A., ! Survey of Vocational Guidance !£!:Business 
Students in the Larger Public High Schools ~~England, Master's 
Thesis, Boston University, 1949, p. 127. 
3As quoted by Robert Hoppock in Group Guidance Principles, Techniques, 
~Evaluation, McGraw-Hill Book Company, Inc., New York, 1949, p. 33. 
4MYers, George E., Principles and Techniques of Vocational Guidance, 
McGraw-Hill Book Compaqy, Inc., New York, 1941, pp. 347-348. 
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Arico1 stated that a well organized vocational guidance program 
provides that some individual or staff member be responsible for each 
guidance service, and that the services be coordinated under the 
direction of a person who acts as director or head counselor. His 
survey revealed that only 28 per cent of the 155 schools included in 
the stu~ reported that a guidance counselor was responsible for 
vocational guidance of business students. 
A survey conducted in the United States Office of Education2 in 
1946 indicates that approximately one public secondary school in six 
in the United States claimed to have some form of organized program 
of guidance services under the direction of a person, at least partly 
trained, who was given time and facilities. 
In his address at the Educational Conference of the Educational 
Records Bureau and the American Council on Education held in New York 
City on October 27, 1955, Hunt3 stated: 
It has been estimated that each year 60,000 students of 
high level ability do not graduate from high school •••• 
Counselors can do much to prevent this loss of talent and to 
aid the students in choosing careers to suittheir aptitudes. 
• • • Because the counselor has an opportunity to work 
closely with the individual student, he can often help him 
solve his personal problems and aid him in selecting courses 
and activities serving his needs and ambition. 
I believe that wise counselors working in close cooperation 
with teachers can do much, perhaps more than any other group, 
to prevent able students from dropping out of high school. 
1
.Arico, E.£, cit., pp. 47, ll5. 
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2Froehlich, Clifford P., "Counselors and Guidance Officers in Public 
SecondarySchools, 11 Occupations, vol. 26, Mq, 1948, pp. 522-527. 
3Hunt, Harold C., "A Crucial Issue in Education, 11 Personnel and 
Guidance, vol. 34, January, 1956, p. 260. 
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Vocational preferences, which should be considered during the 
secondar,y school years, are dependent upon numerous factors. It is the 
school counselor's duty to acquaint the young adolescent with these 
factors and to assist him to properly weigh them. 
Review of Related Studies 
The extent to which guidance was made available to young men prior 
to their enlistment in the Air Force was the subject of a study made by 
Irwin J. Schultz.1 Of the 3,000 airmen surveyed, 72 per cent had received 
educational and/or vocational guidance. Of those receiving such guidance, 
22 per cent had attended rural school, while 78 per cent had attended 
urban schools, indicating that urban areas provide guidance services far 
beyond those of rural areas. 
An attempt was made in this study to discover the staff members who 
were responsible for guidance. Forty-six per cent indicated that the 
teacher was the main source of guidance assistance; the principal was 
indicated by 32 per cent; and the counselor by 22 per cent. 
One section of this survey was concerned with the manner of impart-
ing vocational guidance. About one-fourth of the airmen reported that 
occupational literature was the most common method used in guiding them 
vocationally in school. Three other methods were used about equally, 
being reported by one-fifth of the servicemen in each case as being the 
1Schultz, Irwin J., "Certain Guidance Practices in High Schools," 
Vocational Guidance Quarter!y, vol. 1, Spring, 1953, pp. 28-29. 
\ 
21 
usual practice. These methods were: use of psychological tests, class-
room instruction in occupations, and specialized speakers on occupations. 
The remaining number, 16 per cent, reported visits to industrial and 
commercial establishments as the most common method used in the schools· 
from which they came. 
A survey to determine the group guidance procedures used in the 
dissemination of occupational information was made by Harold J. Reed. 1 
The survey, conducted in Los Angeles County, revealed that units in 
vocational guidance, or occupational information, were offered in 45 of 
the 48 schools reporting. One school provided a scheduled class, or 
course, in occupational orientation for a full semester. The other 
schools presented the unit as a phase of a scheduled class, generally 
in the social studies. The unit was taught by the classroom teacher of 
the course to which the occupations unit was assigned with the exception 
of two units offered by counselors and one by an administrator. The 
occupations unit was presented most often in the ninth and twelfth grades. 
The unit was offered in some schools more than once during the four 
secondary years surveyed. 
The stuay also reported that occupational materials were maintained 
in all schools and filed in the library, classrooms, and counselors' 
offices. 
The testing program was found to be an important phase of the 
occupations unit. The tests most frequently used were in the areas of 
intelligence, achievement, and interest. Personality and aptitude tests 
1Reed, Harold J., "Disseminating Occupational Information," 
The Personnel and Guidance Journal, vol. 33, March, 1955, pp. 389-392. 
\ 
were used less frequently. Most of the testing in achievement and 
intelligence was done in the ninth grade which reflects the emphasis on 
educational planning and self-appraisal of ability levels. Interest 
tests were frequently repeated in the twelfth year. 
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An analysis of the activities provided in the unit revealed contacts 
with the community involving such activities as career day, consultants, 
tours, observations on the job, and work experience. 
Surveys have been made to determine the student's opinion concern-
ing the sources of vocational information which were available in the 
secondar,y schools. 
1 A questionnaire survey conducted by Robert Shosteck of 3,944 
Philadelphia and 790 New Haven high school seniors resulted in findings 
which throw some light on the effectiveness of the efforts of the 
secondar,r school to put across occupational information. 
In considering the school career-planning activities that were most 
helpful, Shosteck found that 53 per cent of Philadelphia's seniors 
checked "talks by people in different occupations." Twenty-five per 
cent place their mark beside "reading occupational information 
materials," and 9 per cent gave first place to motion pictures on 
occupations. The remaining 13 per cent found visits to plants and 
offices, and other activities most helpful in planning their careers. 
The pattern of school career-planning activities most helpful to 
New Raven's seniors was somewhat similar to that for Philadelphia. 
lshosteck, Robert, "How Well Are We Putting Across Occupational 
Information?" Personnel and Guidance Journal, vol. 33, January, 1955, 
PP• 265-269. 
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Arico's1 study of the vocational guidance services available to 
the business student in the smaller secondary schools of New England 
revealed that 97 per cent of the 155 schools responding to the survey 
provided business students with one or more types of occupational 
instruction. Eighty-two per cent of the schools reported training in 
proper work habits as the most frequent type of instruction provided 
business students in business training classes. The next five types of 
instruction reported as being most frequently provided for business 
students were: instruction in applying for and securing employment, 
77 per cent; information concerning local occupations, 70 per cent; 
personality training, 66 per cent; information about all types of 
initial business subjects, 66 per cent; and instruction in the sources 
of information concerning occupations, 63 per cent. 
The investigations here reviewed are steps in the direction of 
more effective vocational guidance. Progress will be accompanied by an 
increasing number of research studies, and by the use of criteria which 
come as close as possible to the ultimate objectives of vocational 
guidance. 
1
A-" •t 77 79 
.n..Ll.CO, ~· .£.:!:....•, pp. - • 
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CHAPTER III 
METHOD OF PROCEDURE 
Summary of Procedures Used in the Study 
In conducting this survey of the vocational guidance services 
provided for business students in the Catholic secondary schools of 
the Archdiocese of Boston, the following procedures were used: 
1. Literature and research reports in the field of 
vocational guidance were reviewed to obtain back-
ground information on the problem. 
2. A list of the subordinate problems was formulated 
to obtain a clearer picture of the major problem. 
3. A four-page check list was constructed as a means 
of obtaining guidance data from the participating 
high schools. · 
4. A letter of transmittal explaining the purpose and 
the importance of the survey was prepared. 
5. A mailing list was obtained from the Archdiocesan 1 School Directory and from the appendix of Champagne's 
thesis. 
6. The check list and letter of transmittal were sent 
to the 70 Catholic secondary schools in the Arch-
diocese of Boston offering business education. 
1. A follow-up postal card was sent to the schools 
which failed to return the check list. This 
resulted in a 100 per cent response. 
8. The data from the 70 check lists returned by the 
schools were tabulated and analyzed to discover the 
extent to which vocational guidance services were 
provided for business students in the Catholic 
secondary schools of Boston. 
9. Summary, recommendations, and suggestions were made, 
based on the findings of the survey. 
1
champagne, .£E• cit., Appendix A, pp. 47-50. 
\ 
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Explanation of Procedures 
Review of Related Literature. Preparatory to conducting this 
stuqy, a survey of literature was made to discover the current thoughts 
and trends on the subject of vocational guidance for business students. 
Related research studies were reviewed to discover the findings already 
obtained. Books in the general guidance and vocational guidance fields, 
yearbooks, research reports, and magazine articles on vocational 
guidance for business students were examined. Most of this literature 
was limited to the period within the past decade. 
Formulation of Subordinate Problems. From the background secured 
in examining the related literature, a set of subordinate problems was 
formulated to serve as a guide in constructing the check list. The 
subordinate problems were: 
1. To ascertain the types of vocational guidance services 
which are provided fo~ business students in the Catholic 
secondary schools of the Archdiocese of Boston 
2. To determine test data and records used in providing 
vocational guidance for business students 
3. To determine the high school staff members responsible 
for counseling and placement 
4. To ascertain the procedures used in counseling, placement, 
and follow-up of business students 
5. To determine the instructional materials and types of 
activities used to provide vocational guidance for 
business students 
6. To reveal the problems encountered in providing effective 
vocational guidance for business students 
7. To make recommendations and suggestions based upon the data 
compiled in this survey for the improvement of vocational 
guidance for business students in the Catholic secondary 
schools of the Archdiocese of Boston 
\ 
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Construction of the Check List. In order to secure objectivity 
and to insure complete data that could be tabulated easily, the most 
probable answers to each question were listed and the respondents were 
requested to check the appropriate answers. The responses listed 
represented practices recommended by authorities in the field. At the 
end of each question space was provided for the respondent to include 
practices carried on in his school but not included in the items listed. 
Revision of the Check List. The tentative instrument was presented 
to the Business Education Seminar for criticisms and comments. Revisions 
were made in line with the constructive suggestions. 
Tabulation of Data. Data from check lists returned from 70 high 
schools were considered in one total group. In tabulating each check 
list the number of schools responding to each question was determined 
as well as the number of responses to each question by each school. In 
many of the questions the respondent was required to check several of 
the practices which were carried on by his school. 
Ana1ysis £! the ~· The results of each question in the stuqy 
were tabulated and the findings were set up in tables which present the 
rank of each item together with the number of schools and the per cent 
of schools answering each item. In each question where the respondent 
could check more than one item, the number and per cent of schools 
checking one or more items were recorded. In those questions, where it 
was possible for the schools to check more than one item, the mean 
number of items, and the range of items checked, were reported. In each 
question where no response was made, this was noted. For ease in inter-
preting, all percentages were given to the nearest whole per cent. 
Summary, Conclusions, ~Recommendations. The findings of the 
study were summarized and conclusions regarding vocational guidance 
services for business students were drawn from the findings. 
Recommendations for improving the vocational guidance services were 
made. 
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CH.API'ER IV 
ANALYSIS AND INTERPRETATION OF THE DATA 
Introduction 
This investigation surveyed the vocational guidance services 
provided for business education students in the Catholic secondary 
schools of the Archdiocese of Boston. A four-page check list constructed 
to reveal the extent of vocational guidance services available to 
business students was sent to the principal of each school which offered 
business courses. The 70 schools replying to the check list represented 
a 100 per cent response. 
The questions in the check list were designed to ascertain the 
organization, responsibility, and other vital information relative to 
the vocational guidance services provided for business students; the 
tests, records, counseling procedures, audio-visual aids used, 
occupational information, criteria for pupil selection, placement and 
follow-up, together with problems impeding the provision of more complete 
guidance were treated. 
Organization of the Guidance Services 
In the composition of the check list, the personnel responsible for 
vocational guidance of business students was considered first. In any 
program it is important that responsibility for its direction be under 
the supervision of some individual or head. The schools participating 
in this survey were asked to indicate the staff members responsible for 
providing vocational guidance for business students. 
Staff Members Responsible for the Vocational Guidance of Business 
Students. An attempt was made in this study to discover the staff 
members who were responsible for the guidance services. Table I 
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indicates that in 99 per cent of the schools one or more persons were 
responsible for vocational guidance for business students. Only one 
school failed to answer this question. or the 70 schools reporting to 
this survey, 41, or 59 per cent, of the schools reported one person 
responsible for vocational guidance, while 28, or 40 per cent, or the 
schools reported more than one person responsible for the vocational 
guidance of the business education students. Forty-seven per cent 
indicated that the home-room teacher was the main source of guidance 
assistance. The next two most common!y mentioned staff members 
responsible for vocational guidance services and the per cent of schools 
mentioning them were: the business teacher, 39 per cent, and the adminis-
trator, 30 per cent. Twenty-seven per cent reported that the head of the 
business department was responsible and 13 per cent the guidance 
director was responsible. 
The business teacher and the head of the business department were 
reported to be primarily responsible for guidance of business students 
in 66 per cent of the schools. This finding was gratifying as business 
teachers have many opportunities to plan experiences having great 
guidance values for business students. The home-room teacher in 47 per 
cent of the schools had the responsibility for the vocational guidance. 
The results indicate that the provision for vocational guidance for 
business students was the responsibility of the business department and 
the home-room teacher. 
TABLE I 
STAFF MEMBERS RESPONSIBLE FOR THE PROVIDING OF VOCATIONAL 
GUIDANCE FOR BUSINESS STUDENTS 
Rank Number Per Cent 
of Item Staff Member of Schools of Schools 
1 Home-Room Teacher 33 47 
2 Business Teacher 27 39 
3 Administrator 20 30 
4 Head of Business Department 19 27 
5 Guidance Director 9 13 
Schools reporting one or more 
persons responsible for guidance 69 99 
Schools reporting no one responsible 1 1 
Total schools responding to survey 70 100 
Note: The mean number of staff members responsible for guidance, based 
on 70 responses, was 1.5, and the range was 0-5. 
Responsibilitl ~ the Business Department ,!!! the Guidance of 
Business Students. The business department, because of its day-to-day 
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classroom relationship with students, is in a position to render valuable 
services most effectively. Ninety-nine per cent of the schools reported 
one or more responsibilities assumed by the business department in regard 
to the guidance program for business students. Only one school failed to 
respond to this question. The responses are summarized in Table II. 
Table II indicates that 57, or 81 per cent, of the schools reported 
the responsibility of placing business students. Fifty-five, or 79 per 
cent, of the schools reported that the duties of those responsible for 
"' 
Rank 
of Item 
1 
2 
3 
4 
5 
6.5 
6.5 
8 
9 
10 
11 
TABLE II 
RESPONSIBILITIES OF BUSINESS DEPARTMENT 
IN REGARD TO VOCATIONAL GUIDANCE 
Duties Performed 
Placing business students 
Counseling business students 
Administering of tests 
Number 
of Schools 
57 
55 
40 
Providing specialized occupational 
information 35 
Assisting in procuring speakers 
for career days 31 
Keeping cumulative records of 
business students 29 
Providing the vocational guidance 
of business students 29 
Conferring with parents of 
business students 24 
Conducting follow-up studies of 
business students 12 
Conducting field trips for business 
students 9 
Procuring objective data on 
business students 8 
Schools reporting one or more 
duties performed 69 
Schools reporting no duties 1 
Total schools responding to survey 70 
Per Cent 
of Schools 
81 
79 
57 
50 
44 
40 
40 
34 
17 
13 
11 
99 
1 
100 
Note: The mean number of duties reported per school, based on 70 
responses, was 4.7, and the range was 0-9. 
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vocational guidance included counseling of business students, and 40, 
or 57 per cent, of the schools indicated the administration of tests. 
Thirty-five, or 50 per cent, of the schools reported that those 
responsible for vocational guidance provided occupational information 
to business students as part of their duties. 
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Other duties of those responsible for vocational guidance of 
business education students and the per cent of the schools reporting 
them were: assisting in procuring speakers for career days, 44 per cent; 
keeping cumulative records of business students, 40 per cent; providing 
vocational guidance for business students, 40 per cent; conferring with 
parents of business students, 34 per c·ent; conducting follow-up studies 
of business students, 17 per cent; conducting field trips for business 
students, 13 per cent; and procuring objective data on business 
students, 11 per cent. 
The number of duties performed per school, based on 70 replies, 
was 4.7. The mean indicates that the personnel performed a variety of 
duties in providing vocational guidance for business students. The 
range of the duties reported by the schools was none to nine. 
Time Given ~ Group Guidance. By group guidance is meant an 
activity or procedure in which several pupils and a teacher or a 
counselor participate concurrently to carry out a guidance function. 
Much of the occupational and educational information needed by pupils 
can be presented economically through group guidance. Of the 70 schools 
responding to the survey, 39, or 56 per cent, of the schools reported 
that they gave one period a week to group guidance. Guidance was 
correlated with other subjects in 27 per cent of the schools, and it 
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was offered one period a d~ in 8 per cent. No time was allotted in 
6 per cent of the schools. Two schools did not answer this question. 
TABLE III 
TIME GIVEN TO GROUP GUIDANCE 
Rank 
of Item Time Allotted 
Number 
of Schools 
Per Cent 
of Schools 
1 
2 
3 
One period a week 
Correlated with other 
subjects 
One period a day 
Schools reporting time given to group guidance 
Schools reporting no time given to group 
guidance 
Total schools responding to the survey 
39 
19 
6 
64 
6 
70 
56 
27 
8 
91 
9 
100 
Table III indicates that group guidance was a recognized part of 
the program in 64 per cent of the schools. Twenty-seven per cent of 
the schools reported that it was correlated with other subjects, and 
only six per cent reported not having group guidance as part of the 
program. 
Time Given to Individual Guidance. Individual guidance consists 
primarily of individual counseling and other direct relationships 
between pupil and faculty involving activities of individual or semi-
private nature. In contrast to group guidance, Table IV is a report on 
the time given to individual guidance. Figures indicated that 47 per 
cent of the schools had the individual guidance at the option of the 
TABLE IV 
TIME GIVEN TO INDIVIDUAL GUIDANCE 
Rank 
of Item 
1 
2 
3 
4 
5 
Time Allot ted 
At option of counselor 
At option of counselee 
One period a semester 
One period a week 
One period a year 
Schools reporting time allotted 
to individual guidance 
Schools reporting no time allotted 
to individual guidance 
Total schools responding to the survey 
Number 
of Schools 
33 
24 
5 
3 
1 
66 
4 
70 
34 
Per Cent 
of Schools 
47 
34 
7 
5 
1 
94 
6 
100 
counselor. Ranking next was the individual guidance at the option of 
the counselee. Thirty-four per cent of the schools reported this type 
of guidance. A period, a semester, a week, or a year was not found so 
frequently and comprises all together only 13 per cent of the schools. 
The most frequently used method reported by the schools responding 
to the survey was for the counselor to make an appointment with the 
student. Forty-seven per cent of the schools reported this type of 
individual guidance. Twenty-four, or 34 per cent of the schools, 
reported that individual guidance was given at the option of the counselee. 
In 7 per cent of the schools individual guidance was given one period a 
semester, in 5 per cent, one period a week, and in one school, one 
period a year. 
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Again, as in group guidance, indications were that work was being 
done in this field in practically all the schools; only 3 per cent 
reported no time allotted. Two schools did not respond to the question. 
Criteria Used in Guiding Students in the Selection of the Business 
Curriculum. The respondents were asked to report the criteria used by 
their schools in guiding business students in the selection of business 
subjects. Elements of student success in business subjects depend to a 
TABLE V 
CRITERIA USED TO GUIDE STUDENTS IN SELECTION OF BUSINESS SUBJECTS 
Rank Number Per Cent 
of Item Criteria of Schools of Schools 
l Student's choice 49 70 
2 Scholastic record 37 53 
3 Parent 1 s choice 35 50 
4 Intelligence quotient 24 34 
5 Shorthand aptitude tests 18 26 
6 English grades l4 20 
7 Prognostic tests 12 17 
8 Foreign language marks 3 4 
Schools reporting one or more criteria 69 99 
Schools reporting no criteria l l 
Total schools responding to survey 70 100 
Note: The mean number of criteria reported per school, based on 10 
responses, was 2.7, and the range was 0-7. 
great extent on the measurement of the student's abilities and 
interests. Table V gives some insight into the problem of choice of 
business subjects by business education students. 
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Table V shows the criterion most frequently mentioned to guide 
students in the selection of business subjects was the student's choice. 
Forty-nine, or 70 per cent, of the schools reported this procedure. 
Thirty-seven, or 53 per cent, of the schools reported that the scholas-
tic record was an important factor. Parent's choice came next with a 
report of 35, or 50 per cent, of the schools for this item. Ranking 
next in importance was the intelligence quotient, 34 per cent. Only 
26 per cent of the schools reported shorthand aptitude tests as a 
factor in guiding business students in their selection of business 
courses. The other criteria used were English grades, 20 per cent, and 
prognostic tests, 17 per cent. 
Table V indicates that one half of the schools surveyed used more 
than one criteria for guiding business students in the selection of the 
business curriculum. One school reported no criterion. The number of 
criteria used to guide students in the selection of business subjects 
reported by the schools in the survey ranged from none to seven. The 
mean number of criteria reported per school, based on 70 responses, 
was 2.7. 
Policies Followed ~ ! Student Failed ! Business Subject. The 
schools were asked to report on the policies followed by their business 
departments when a student failed in a business subject. Table VI shows 
that in 49, or 70 per cent, of the schools business students were per-
mitted to attend summer school and thereby gain credit for the subject 
A 
TABLE VI 
POLICIES FOLLOWED WHEN A STUDENT FAILS IN BUSINESS SUBJECTS 
Rank Number Per Cent 
of Item Policy of Schools of Schools 
1 Student is permitted to 49 70 
attend summer school 
2 Student may repeat the 28 40 
subject 
3 Student is required to 15 21 
repeat the subject 
4 Student is not permitted 8 11 
to repeat the subject 
Note: The mean number of policies reported per school, based on 70 
responses, was 1.4, and the range was 1-2. 
which they failed. Forty per cent of the schools permitted, but did 
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not require, the business students to repeat the business subjects which 
they failed, and 21 per cent required that the subjects be repeated. In 
11 per cent of the schools the student was not allowed to repeat the 
business subjects which he had failed. 
Table VI indicates that all schools had adopted some policy of 
treating failures. The mean number of policies reported per school, 
based on 70 responses, was 1.4. The schools responding to the survey 
reported a range of one to two policies followed when a business student 
failed a business subject. 
Student Appraisal 
The cumulative record is very useful in understanding student 
capacity and needs. The schools were asked to check the types of 
information which they kept cumulatively for business students. 
The results revealed that all the reporting schools kept at least 
one type of information in cumulative form. Table VII indicates the 
different types of information about business students kept in 
cumulative form by the schools reporting in the survey. 
The most frequently mentioned type of information kept concerning 
business students was the scholastic data which was reported by 67, or 
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96 per cent,of the schools included in the survey. The next three most 
common types of information kept by the schools and the per cent of 
schools keeping each type were: intelligence test results, 93 per cent; 
personality records, 91 per cent; and the attendance record, 87 per cent. 
Other types of information kept in cumulative form and the per cent 
of schools reporting each were: extra-curricular activities, 77 per 
cent; personal information, 74 per cent; aptitude test results, 69 per 
cent; family background data, 63 per cent; and health record, 59 per 
cent. 
Various other types of information kept less frequently in 
cumulative form were: reading ability, educational and/or vocational 
plans, outside interests, prognostic test results, follow-up of 
graduates, and interest inventory results. 
NotewortQ1 is the fact that all of the schools were using some sort 
of cumulative record. It would appear that an important part of a 
satisfactory guidance program lies in the maintenance of an adequate 
TABLE VII 
INFORMATION KEPI' IN CUMULATIVE FORM FOR EACH BUSINESS STUDENT 
Rank Number Per Cent 
of Item Information of Schools of Schools 
1 Scholastic data 67 96 
2 Intelligence test results 65 93 
3 Personality record 64 91 
4 Attendance record 61 87 
5 Extra-curricular activities 54 77 
6 Personal information 52 74 
7 Aptitude test results 48 69 
8 Family background data 44 63 
9 Health record 41 59 
10 Reading ability 25 36 
11 Educational and/or vocational 24 34 
plans 
12 Outside interests 23 33 
13 Prognostic test results 17 24 
14.5 Follow-up record of graduates 13 19 
14.5 Interest inventory results 13 19 
Note: The mean number of items reported per school, based on 70 
responses, was 8.7, and the range was 1-10 
record system which is available to all teaching personnel. A common 
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practice in schools is the giving of many tests, but keeping the results 
of such tests where they are not readily available for guidance purposes. 
Much valuable assistance may be obtained from the cumulative record 
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folder for reference by teachers and counselors if it is systematically 
organized. 
As indicated in Table VII, the number of different types of 
information concerning business students which were reported to be kept 
in cumulative form ranged from one to ten. The mean number of types of 
information as reported per school, based on 70 replies, was 8.7. The 
high mean indicates that many of the schools were recording, in 
cumulative form, several types of information concerning their business 
students. 
TABLE VIII 
ACCESSIBILITY OF CUMULATIVE RECORDS 
Rank Number Per Cent 
of Item Accessibility of Records of Schools of Schools 
1 Complete records 63 90 
2 Some of the records 4 6 
3 None of the records 3 4 
Total 70 100 
Accessibility of Records. The effectiveness of the cumulative 
records needed in the business department to provide the basis for 
vocational guidance depends upon the completeness and accessibility of 
the records that m~ be kept in the guidance office. Tabulation of 
Table VIII shows that guidance for business students was considered so 
important that 63, or 90 per cent of the schools, responding made all 
records available for use in this department. Only 6 per cent made 
some of the records available, and 4 per cent had none of the records 
available to the business teacher. This would indicate that records 
were considered ver.y important in the guidance of business students. 
Occupational Information 
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How to make a living is one of the most important problems that 
confronts the great majority of secondary school students. Intelligent 
planning can be done only on the basis of adequate information. Accord-
ingly, supplying occupational information is an important part of the 
guidance services. Students are given information and sources of 
information so that they may make their own decisions. 
Table IX shows that a variety of methods were used in the schools 
to provide occupational information for business students. Since much 
of the information about kinds of work, employment conditions, 
opportunities, and trends is found in books and pamphlets, it was 
gratifying to discover that the most common method reported by the 
schools included in the stuQy was the use of books and pamphlets, which 
were used in 59, or 84 per cent,of the schools. Talks by business 
leaders were used in 41, or 59 per cent, of the schools. These two media 
were the only ones reported as being used in more than 50 per cent of 
the schools questioned. 
The activities which provided occupational information for business 
students and which were reported by a large number of schools were the 
following: assemblies, 46 per cent; vocational guidance films,44 per 
cent; lectures by instructors, 41 per cent; career days, 40 per cent; 
vocational conferences, 39 per cent; and home-room activities, 36 per 
Rank 
of Item 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
TABLE IX: 
MEDIA USED IN SUPPLYING OCCUPATIONAL 
INFORMATION FOR BUSINESS STUDENTS 
Number 
Media of Schools 
Books and pamphlets 59 
Talks by business leaders 41 
Assemblies 32 
Vocational guidance films 31 
Lectures by instructors 29 
Career days 28 
Vocational conferences 27 
Home-room activities 25 
Excursions to business 14 
establishments 
Exhibits of business occupations 11 
Talks by business department 8 
graduates 
Dramatization 5 
Business Clubs 4 
Radio programs 2 
Schools reporting one or more media 68 
Schools reporting no media 2 
Total schools responding to survey 70 
Per Cent 
of Schools 
84 
59 
46 
44 
41 
40 
39 
36 
20 
16 
11 
7 
6 
3 
97 
3 
100 
Note: The mean number of media reported per school, based on 70 
responses, was 4.5, and the range was 1-14. 
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cent. The fact that over 30 per cent of the schools reported these as 
important for their business students showed that the schools were 
using some of the more effective media for supplying their students 
with occupational information. 
The next six activities used to provide occupational information 
and the per cent of schools reporting each activity were: excursions 
to business establishments, 20 per cent; exhibits of business occupa-
tions, 16 per cent; talks by business department graduates,ll per cent; 
dramatization, 7 per cent; business clubs, 6 per cent; and radio 
programs, 3 per cent. 
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The mean number of media used in supplying occupational informa-
tion for business students, based on 70 responses, was 4.5; The types 
of media used in business classes ranged from one to 14. The findings 
of this question regarding the special media that provided occupational 
information for business students are included in Table IX. 
Types of Information Available to Business Students. The findings 
in this stuqy indicate that there was much concern among the schools in 
regard to providing guidance information for business students. All 
the schools in the survey reported that they had provided business 
students with one or more types of occupational information in business 
training classes. 
According to Table X, teaching students how to apply for a position 
was the most frequently mentioned type of instruction provided for 
business education students. Sixty-six, or 94 per cent of the schools, 
reported teaching students how to apply for a position. Eighty-one per 
cent of the schools reported that business students were acquainted 
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TABLE X 
TYPES OF INFORMATION AVATI..ABLE TO BUSINESS STUDENTS 
Rank Number Per Cent 
of Item Type of Information of Schools of Schools 
1 Teaching students how to apply 66 94 
. for posi tiona in business 
2 Acquainting students with current 57 81 
educational opportunities and 
requirements of institutions 
beyond the secondary school 
3 Providing information concerning 51 73 
current occupational opportunities, 
requirements, and conditions 
4 Providing information concerning 49 70 
business positions in the community 
5 Acquainting students with infor- 40 57 
mation concerning promotional 
opportunities in business 
Note: The mean number of types of informational services reported per 
school, based on 70 responses, was 3.8, and the range was 1-5. 
with current educational opportunities and requirements beyond the 
secondary school. 
The next three types of information checked as being most frequently 
provided for business education students were: providing information 
concerning current occupational opportunities, requirements, and 
conditions, 73 per cent; providing information concerning business 
positions in the community, 70 per cent; and acquainting students with 
information concerning promotional opportunities in business, 57 per 
cent. 
The number of different practices provided for business students 
in the schools included in the stuay ranged from one to five. The 
findings indicate that the schools were making effective use of most 
of the types of informational services. 
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Audio-visual Aids ~ Teaching Aids Used in ~ Business Department 
in Connection with Guidance. One of the most stimulating procedures is 
the use of audio and visual aids in the business department. These aids, 
however, must be properly used as supplementary procedures and not 
allowed to become a substitute for other forms of instruction. This 
questionnaire does not attempt to cover the entire field but covers the 
more important audio-visual aids available for the teacher in the 
business department. The schools responding to this study were asked 
to report the audio-visual or teaching aids used by their schools to 
provide occupational information for business students. The responses 
to this question are summarized in Table XI. 
As the bulletin board is an excellent means of presenting certain 
guidance information, it was gratif.ying to note that 87 per cent of the 
schools responding to the survey used bulletin board displays as one of 
the techniques to impart realistic information about occupations. 
The next six effective audio-visual or teaching aids reported and 
the per cent of schools reporting each were as follows: typing charts, 
79 per cent; occupational pamphlets, 77 per cent; magazines, 70 per 
cent; charts, 63 per cent; clippings, 59 per cent; and pictures, 51 per 
cent. 
Other audio-visual or teaching aids used by the schools responding 
were: chalkboards, graphs, movies, sound films, cartoons, filmstrips, 
and field trips. The two least common techniques reported for imparting 
" 
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TABLE XI 
AUDIO-VISUAL AIDS USED IN BUSINESS 
DEPARTMENT IN CONNECTION WITH GUIDANCE 
Rank Number Per Cent 
of Item Aids Used of Schools of Schools 
1 Bulletin boards 61 87 
2 Typing charts 55 79 
3 · Occupational pamphlets 54 77 
4 Magazines 49 70 
5 Charts 44 63 
6 Clippings 41 59 
7 Pictures 36 51 
8 Chalkboards 34 49 
9 Movies 29 40 
10 Graphs 28 40 
11 Sound films 26 37 
12 Filmstrips 22 29 
13 Cartoons 21 30 
14 Field trips 11 16 
15.5 Maps 9 13 
15.5 Models 9 13 
Schools reporting one or more aids 67 96 
Schools not responding to the question 3 4 
Total schools responding to the survey 70 100 
Note: The mean number of audio-visual or teaching aids reported per 
school, based on 70 responses, was 7.6, and the range was 0-16. 
occupational information in the guidance of business students were 
models and maps. Three schools failed to answer this question. 
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The number of audio-visual or teaching aids used in the business 
department in connection with guidance which were reported by the 
schools included in the study ranged from one to 16. The mean number 
of aids reported per school, based on 70 responses, was 7.6. This high 
mean indicates that many of the schools were making effective use of 
several types of audio-visual or teaching aids in their business 
departments. 
Films Used in the Business Department. Many films suitable for 
orientation and guidance are available in all film libraries. Films 
may be used not only to impart realistic information about occupations, 
but also to help students understand and appreciate the work in various 
occupations. 
A sampling of some of the more common films available for use in 
the business department was listed in the check list. The respondents 
were asked to report the films used by their schools in the vocational 
guidance program. The responses to this question are summarized in 
Table XII. 
Table XII shows that the schools included in the study were not 
making effective use of the films which are available for use in the 
business department. Unfortunately, 50 per cent of the schools 
responding to the survey used no films. The four most commonly 
mentioned films and the per cent of schools reporting them were: 
Telephone Courtesy, 34 per cent; Duties of a Secretary, 29 per cent; 
Tips on Typing, 20 per cent; and ~he Right Touch, 13 per cent. 
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T.ABLE XII 
FILMS USED FOR VOCATIONAL GUIDANCE IN BUSINESS DEPARTMENT 
Rank Number Per Cent 
of Item Films Used of Schools of Schools 
1 Telephone Courtesy 24 34 
2 Duties of a Secretary 22 29 
3 Tips on Typing 14 20 
4 The Right Touch 9 13 
5.5 How to Keep a Job 4 6 
5.5 Personal Qualities for Job Success 4 6 
8 Finding the Right Job 3 4 
8 You and Your Job 3 4 
8 It Must Be Somewhere 3 4 
11 Hello Business 1 1 
11 Effective Production 1 1 
11 Make Your Own Decisions 1 1 
Schools reporting the use of one or more ·films 35 50 
Schools reporting the use of no films 35 50 
Total schools responding to the survey 70 100 
Note: The mean number of films reported per school, based on 70 
responses was 1.3, and the range was 0-7. 
The remaining films listed on the check list and used by less than 
10 per cent of the schools were as follows: How to Keep a Job, Personal 
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Qualities for Job Success, Finding the Right Job, You and Your Job, It 
Must Be Somewhere, Hello Business, Effective Production of Business 
Letters, and Make Your Own Decisions. 
Films other than those listed on the check list were reported by 
six schools. The films not included in the check list and reported by 
the schools were: Good Grooming, Magic Wheel, Better Typing and 
Credit--Dunn and Bradstreet. Some schools reported the use of IBM 
Films, Underwood Films, films on banking, filing, typing, the use of 
the telephone andtelegrams. 
The study of Table XII reveals that films are not widely used. 
The reason may be the lack of equipment, the unavailability of films, 
insufficient time, or the lack of capable operators. 
The mean number of films reported per school, based on 70 
responses, was 1.3. The number of different films used to provide 
vocational guidance reported by the schools ranged from none to seven. 
Placement and Follow-up Services 
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Schools offering business education usually accept the obligation 
of placement for any of their students who desire full or part-time 
employment. Student placement and follow-up should be two of the most 
important phases of the guidance program. Without periodic follow-up 
studies, the business department cannot fully evaluate the business 
education offerings. The importance of these two phases of a vocational 
guidance program cannot be over emphasized. 
TABLE XIII 
PERSONS RESPONSIBLE FOR PLACEMENT OF BUSINESS STUDENTS 
Number Rank 
of Item Person of Schools 
1 
2 
Business teacher 42 
Administrator 26 
3 
4 
Head of business department 22 
Guidance counselor 9 
Schools reporting ore or more persons 
responsible for placement 
Schools reporting no person responsible 
for placement 
Total. schools responding to survey 
65 
5 
70 
Per Cent 
of Schools 
60 
37 
29 
13 
93 
7 
100 
50 
Note: The mean number of persons responsible for placement per school, 
based on 70 responses, was 1.4, and the range was 0-4. 
Persons Responsible !£!: the Placement of Business Students. The 
schools were asked to indicate the person or persons responsible for 
the placement of business students. Only one school did not respond to 
this question. No other person other than those listed on the check 
list was reported responsible for the placement of business students. 
The findings have been summarized in Table XIII. 
Table XIII indicates that the business teacher was primarily 
responsible for the placement of business students, being reported as 
responsible by 42, or 60 per cent,of the schools. The administrator 
was responsible in 26, or 37 per cen~ of the schools. Two other staff 
members reported responsible for the placement of business students 
.. 
and the per cent of schools reporting each were: head of the business 
department, 29 per cent, and guidance counselor, 13 per cent. Six per 
cent of the schools surveyed maintained no placement services for 
business students. 
The mean number of persons reported as being responsible for 
placement services per school, based on the responses of 70 schools, 
was 1.4. The number of persons reported responsible for placement 
services per school ranged from none to four. 
TABLE XIV 
PLACEMENT SERVICES AVAILABLE FOR BUSINESS STUDENTS 
Rank Number 
of Item Placement Services of Schools 
1 Placement of student is 44 
part-time employment 
2 Placement of all students 36 
3 Placement of former graduates 32 
4 Placement of all students 26 
meeting certain requirements 
Schools reporting one or more placement services 61 
Schools reporting no placement service 9 
Total schools responding to the survey 70 
Per Cent 
of Schools 
63 
51 
46 
37 
87 
13 
100 
51 
Note: The mean number of placement services provided per school, based 
on 70 responses was 2, and the range was 0-4. 
Placement Services Available for Business Students. Sixty-one, 
or 87 per cent of the schools, reported that they provided at least one 
type of placement service for business students. 
of the schools, did not respond to the question. 
summarized in Table XIV. 
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Nine, or 13 per cent 
The findings have been 
Table XIV reveals that the two types of placement services offered 
most frequently and the per cent of schools reporting each were: 
placement of students in part-time employment, 63 per cent, and 
placement of all students, 51 per cent of the schools included in the 
study. These were the only types of placement services reported by more 
than 50 per cent of the schools. 
The other types of placement services available for business 
students and the per cent of schools reporting each were: placement of 
former graduates, 46 per cent, and placement of students meeting certain 
requirements, 37 per cent. 
The number of different placement services provided for business 
students as reported by the schools responding to the survey ranged from 
none to four services per school. The mean number of services per 
school was 2. The size of the mean indicates that in most of the 
schools included in the survey business students were provided with more 
than one type of placement service. 
Methods ~sed~ Conducting Follow-up Studies. A good guidance 
program includes the follow-up of pupils as an integral part. Follow-up 
studies indicate to schools the areas in which the school has failed to 
adjust to the needs of the student. Follow-up studies show business 
teachers the relationships between the different levels of education and 
the types of positions obtained, the extent of success, and the weak-
nesses to be corrected by the school. The schools were asked to check 
the methods which they used in conducting these follow-up studies. 
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TABLE XV 
PLANS USED IN CONDUCTING FOLLOW-UP STUDIES OF BUSINESS STUDENTS 
Rank Number Per Cent 
of Item Plans of Schools of Schools 
1 Personal interview 24 34 
2 Questionnaire to graduate 13 19 
3 Telephone 12 17 
4 Letter to graduate 8 11 
5 Postal card to graduate 5 7 
Schools reporting one or more plans 43 62 
Schools reporting no plans 27 38 
Total schools responding to survey 70 100 
Note: The mean number of plans used per school based on 70 responses, 
was approximately one, and the range was 0-5. 
The plans used for making follow-up studies of business students 
have been summarized in Table XV. Forty-three, or 62 per cent, of the 
schools reported using at least one method of conducting follow-up 
studies. 
The most frequently mentioned procedure used to conduct follow-up 
studies of business students was by personal interview. In 24, or 34 
per cent, of the schools this plan was used. The next most frequently 
mentioned method used by the schools to conduct follow-up studies was 
through the use of questionnaires to business graduates. Thirteen, or 
19 per cent, of the schools reported the use of this procedure. 
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Other methods used in follow-up studies of business students and 
the per cent of schools using each were: telephone, 17 per cent; letter 
to graduate, 11 per cent; and postal card to graduate, 7 per cent. No 
school reported the sending of a questionnaire to the employer. 
Twenty-one per cent of the schools reported that no follow-up 
studies were conducted by their schools. Seventeen per cent of the 
schools included in this survey neglected to answer this question. The 
findings indicate that those schools which reported conducting follow-up 
studies used a combination of methods. 
Table XV indicates that follow-up studies were not extensively 
carried on in the schools included in the study. There may be numerous 
reasons for the low percentage of follow-up studies. There is consider-
able expense involved in conducting such studies, and there is great 
difficulty in locating former students. Much time and persistency is 
required to reach former students. 
Frequency of Follow-up Studies of Graduates. Table XVI reveals 
that very few of the schools respond~g to the survey were using 
definite follow-up programs. M~ schools might have conducted follow-
up studies without having a definite program. Twenty-seven, or 39 per 
cent, of the schools reported infrequent follow-up studies of more or 
less continuous personal contact with business graduates. Seven per 
cent of the schools reported that follow-up studies were conducted once 
a year. Three per cent of the schools responding conducted follow-up 
studies every three years, and one school reported follow-up studies 
every two years, another every four years, and a third every five years. 
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TABLE XVI 
FREQUENCY OF FOIJ:Otl-UP STUDIES OF BUSINESS GRADUATES 
Rank Number Per Cent 
of Item Frequency of Schools of Schools 
1 Infrequent studies 27 39 
2 Once a year 5 7 
3 Every 3 years 2 3 
5 Every 2 years 1 1 
5 Every 4 years 1 1 
5 Every 5 years 1 1 
Schools reporting follow-up studies 37 52 
Schools reporting no follow-up studies 33 48 
Total schools reporting to survey 70 100 
Table XVI indicates that the follow-up was the weakest phase of the 
vocational guidance program. It is interesting to note that Table X:V 
shows that 62 per cent of the schools reported one or more plans used 
in conducting follow-up studies of business students, while the data in 
Table XVI reveal that only 52 per cent of the schools reported follow-up 
studies. This discrepancy m~ be due to the fact that some schools 
have informal interviews with business graduates in lieu of any formal 
follow-up study. 
Problems Which Stand in the Way of Providing More Effective 
Vocational Guidance for Business Students 
In the matter of vocational guidance, there are certain problems 
that must be solved in order that the schools may have a good guidance 
program. There is the problem of determining and setting the goals in 
the business department. Money must be available for materials, 
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supplies, and services. There must also be staff members who understand 
the guidance point of view and have sufficient knowledge of vocational 
guidance. An organizational set-up, with established policies as to how 
the program is to be carried out, is absolutely necessary. 
Problems ~ Stand in the Way of Providing More Effective 
Guidance for Business Students. The schools were asked to check any of 
the problems which were listed on the check list which prevented their 
providing more effective guidance services for business students. 
Table XVII summarizes the impediments to providing better vocational 
guidance for business students as reported by the schools participating 
in the survey. 
The 43 schools responding to this question reported that there were 
several problems which stand in the way of providing more effective 
guidance for business students. Twenty-seven, or 39 per cen~ of the 
schools responding to the study failed to answer this question. The 
mean number of problems reported per school, based on 70 responses, was 
1.4. The range of the problems was none to six. 
Table XVII indicates that the most frequently mentioned problem 
which prevented the providing of more effective guidance was that 
business teachers were too busy for guidance duties. The schools 
TABLE XVII 
PROBLEMS WHICH STAND IN WAY OF PROVIDING MORE EFFECTIVE GUIDANCE 
FOR BUSINESS STUDENTS 
Rank 
of Item 
1 
2 
3 
4 
5 
6 
7 
8 
9.5 
9.5 
Problems 
Business teachers too busy 
for guidance duties 
Insufficient number of 
vocational business courses 
Lack of adequate financial 
appropriation to maintain 
guidance services 
Administrative policy of 
placing poorer students in 
business department 
Lack of office space for 
counseling 
Business teachers lack 
sufficient knowledge of 
guidance 
Lack of a filing system for 
occupational information 
Lack of coordination in 
guidance services of school 
Inadequate records upon 
which to base counseling 
Number enrolled in business 
department too great for 
placement possibilities 
Schools reporting one or more problems 
Schools not responding to the question 
Total schools responding to survey 
Number 
of Schools 
22 
19 
13 
12 
11 
10 
7 
4 
1 
1 
43 
27 
70 
Per Cent 
of Schools 
29 
27 
19 
17 
16 
10 
6 
1 
1 
61 
39 
100 
Note: The mean number of problems reported per school, based on 70 
responses, was 1.4, and the range was 0-6. 
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reported that in 39 per cent of the schools the business teacher was 
responsible for one or more of the guidance activities for business 
students. These figures imply that, even though pressed for time, the 
business teachers provide many vocational guidance services for 
business students. 
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Twenty-seven per cent of the schools reported an insufficient 
number of vocational business courses. Evident~ there was a feeling 
that a wider variety of courses should be offered to business students. 
Financial circumstances entered into the picture with 19 per cent 
of the schools reporting that because of insufficient funds, adequate 
guidance services were not maintained. 
Notewortny is the fact that 17 per cent of the schools indicated 
that the placement of poorer students in the business department was 
one of the problems impeding the providing of more effective guidance 
services. This result was not surprising since this situation has 
always been one about which business teachers have complained for years. 
The findings indicate that not a great deal has been accomplished in 
acquainting administrators with the importance of admitting to business 
courses only students who are potentially able to handle the duties of 
the position for which they are being trained. 
Other problems listed and the per cent of schools reporting each 
were: lack of office space for counseling, 16 per cent; business 
teachers lack sufficient knowledge of guidance, 14 per cent; lack of a 
filing system for occupational information, 10 per cent; and lack of 
coordination in guidance services of school, 6 per cent. One school 
reported inadequate records upon which to base counseling, and another 
reported the number enrolled in the business department too great for 
placement possibilities. One school reported a problem not listed on 
the check list; the school principal was unable to act independently 
in the matter of planning courses. 
A most gratifying finding was the fact that, of the 70 schools 
responding to the study, not one reported that its guidance services 
were hampered by an unfavorable attitude toward guidance on the part 
of school officials. The mean number of problems reported per school, 
based on the responses of 70 schools, was 1.4. The number of different 
problems reported per school ranged from none to six. 
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Suggestions Given £l the High Schools for Improvement of Vocational 
Guidance in Business Education. A question was inserted on the check 
list in an effort to discover other methods for improving vocational 
guidance in the Catholic secondary schools of the Archdiocese of Boston. 
The respondents were asked to give suggestions for improvement of 
vocational guidance in business education in their schools. 
57 per cent,of the schools reporting made no suggestions. 
Forty, or 
Some of the 
respondents gave the following suggestions for improvement of the 
vocational guidance program for business education students. 
1. There should be a well-trained guidance counselor on a 
full-time basis. 
2. The high school should have more teachers on the staff to allow 
more free time for vocational guidance. 
3. There should be courses for business teachers in vocational 
guidance. 
4. The high school should provide an adequate testing program to 
screen students for business courses. 
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5. The high school should provide more courses for those incapable 
of taking the scientific or the business course. 
6. The high school should provide more machine courses for 
business students. 
7. The high school should not require students with no interest 
in shorthand to take the course. 
8. Business teachers should not have home-room responsibilities. 
9. The business department should get more students with high 
intelligence quotients. 
10. The high school should provide opportunities for students to 
observe on-the-job activities while engaged in part-time work. 
11. The high school should provide a more thorough knowledge of 
occupational opportunities. 
12. The high school should provide more field trips and more 
audio-visual instruction for their business students. 
1). The high school should have more intercourse between the 
business firms and the business teachers. 
14. The high school should invite business men to give talks to 
the business students. 
15. The high school should invite the graduates of the previous 
year to speak to the seniors. 
16. The high school should conduct more follow-up studies of 
business students. 
In this list of suggestions the most stressed were: the 
establishment of guidance directors, the formal training of business 
teachers in vocational guidance, the screening of prospective business 
students, and the provision of a course for students unable to follow 
the business course. 
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Suggestions for Improvement of Vocational Guidance in Business 
Education. Through appropriate curricular organization for guidance, 
by the use of the tools and techniques of guidance, and by coordination 
of the activities of the school personnel, a great service can be given 
to our business students. 
The schools included in the study were asked to report any 
improvements in the vocational guidance program which their schools 
expected to make. ~ 13, or 19 per cent, of the schools responded 
to this question. The improvements anticipated by these schools may 
be summarized as follows: 
l. Larger facilities were under consideration. 
2. Part-time or full-time guidance counselors were contemplated. 
3. More vocational courses were being planned. 
4. More aptitude tests were to be introduced. 
5. The follow-up of business graduates was to be intensified. 
6. Talks by business men and former graduates were being 
considered. 
Chapter V contains a summary of the findings of this study and 
recommendations. 
CHA.PrER V 
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
Summary and Conclusions 
The purpose of this investigation was to determine the extent of 
the vocational guidance services provided for business education 
students in the Catholic secondary schools of the Archdiocese of Boston. 
The following subordinate problems were involved in this study: 
1. To ascertain the types of vocational guidance 
services which are provided for business students in the 
Catholic secondary schools of the Archdiocese of Boston 
2. To determine test data and records used in 
providing vocational guidance for business students 
3. To determine the high school staff members 
responsible for counseling and placement 
4. To ascertain the procedures used in counseling, 
placement, and follow-up of business students 
5. To determine the instructional materials and 
types of activities used to provide vocational guidance 
for business students 
6. To reveal the problems encountered in providing 
effective vocational guidance for business students 
1. To make recommendations and suggestions based 
upon the data compiled in this survey for the improvement 
of vocational guidance for business students in the 
Catholic secondary schools of the Archdiocese of Boston 
A four-page check list was constructed and sent to the 
principal of the 70 Catholic secondary schools of the Archdiocese of 
Boston offering business courses. The 70 schools responded, making 
a 100 per cent response. 
Only the most important findings concerning vocational guidance 
services provided for business education students in the Archdiocesan 
schools are summarized here. The findings are based on the responses 
of 70 schools. 
prganization of the Guidance Services 
1. The findings indicate that in 66 per cent of the schools 
providing vocational guidance for business students was primarily the 
responsibility of the business department. Forty-seven per cent of the 
schools reported the home-room teacher primarily responsible for the 
guidance of business students. The administrator was reported as being 
primarily responsible in 30 per cent of the schools reporting. Only 13 
per cent of the schools reported that a guidance director was 
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responsible for vocational guidance of business students. In some schools 
more than one person was responsible for vocational guidance services. 
2. The business department performed a variety of duties in 
providing vocational guidance for business students. Eighty-one per 
cent of the business departments reported the responsibility of placing 
business students. Counseling business students was reported by 79 per 
cent of the business departments, the administering of tests by 57 per 
cent, and providing specialized occupational information by 50 per cent 
of the business departments. 
3. Approximately 40 per cent of the business departments reported 
the following services: assisting in procuring speakers for career 
d~s, keeping cumulative records, providing vocational guidance of 
business students, and conferring with parents of business students. 
Only a few schools reported conducting follow-up studies, conducting 
field trips, and procuring objective data on business students. A 
mean of 4.7 responsibilities indicated that the business department 
performed a variety of services in providing vocational guidance for 
business students. 
3. In regard to the question concerning the time gi;ven to group 
guidance, 56 per cent of the schools reported that they allotted one 
period a week to group guidance. In 27 per cent of the schools group 
guidance was correlated with other subjects. Eight per cent of the 
schools reported having allotted one period a day and 6 per cent 
reported that no time was given to group guidance. 
4. According to the data individual guidance was given at the 
option of the counselor or the counselee in 81 per cent of the schools 
reporting. A few schools reported either one period a semester, one 
period a week, or one period a year was devoted to individual guidance. 
Admittance of Students to the Business Department 
l. The results of the study revealed that 99 per cent of the 
schools used various criteria in the admittance of students to the 
business department. One school reported that no attempt was made to 
use at least one criterion in determining the admittance of students 
to the business department. 
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2. The schools did not agree concerning the procedures followed 
in admitting students to vocational curricula. The students own choice 
was the most frequently mentioned criterion. Seventy per cent of the 
schools reported this method. Fifty-three per cent reported that the 
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student's previous scholastic record was a predictive factor. Parent's 
choice was reported by 50 per cent of the schools. Other criteria 
followed in admitting students to the business department in the order 
of frequency were: intelligence quotient, shorthand aptitude tests, 
English grades, prognostic tests, and foreign language marks. Different 
combinations of the above factors were used in the various schools 
reporting. 
3. Data concerning the policies followed with regard to students' 
failure in vocational subjects revealed that students were permitted to 
attend summer school in 70 per cent of the schools. In 40 per cent of 
the schools students were permitted to repeat the subjects failed. 
Students were required to repeat the subjects failed in 21 per cent of 
the schools and in 11 per cent of the schools the students were not 
permitted to repeat the subjects. 
Student Appraisal 
1. All the schools reporting kept a cumulative record for each 
student. The results of the study revealed that the most common types 
of information kept in cumulative form for business students were: 
scholastic data, in 96 per cent of the schools; intelligence test 
results, in 93 per cent; personality record, in 91 per cent; and the 
attendance record, in 87 per cent of the schools reporting. 
2. In addition to the items listed in the foregoing paragraph the 
following types of information were maintained in cumulative form for 
business students: extra-curricular activities, 77 per cent; personal 
information, 74 per cent; and aptitude test results, 69 per cent. 
3. The cumulative record was considered so important in the 
guidance of business students that 90 per cent of the schools made 
all records available for use in the business department. 
Occupational Information 
1. Ninety-seven per cent of the schools reported that at least 
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one activity regarding occupational information was provided for 
business education students. The mean of 4.5 indicates that the schools 
were using some of the more effective media for supplying their business 
students with occupational information. 
2. Eighty-four per cent of the schools reported the use of books 
and pamphlets. Talks by business leaders were used in 59 per cent of 
the schools and 46 per cent of the schools made use of assembly programs 
to supply occupational information to their business education students. 
3. In addition to the items listed in the preceding paragraph the 
data reveal that the following media were used in the schools to supply 
occupational information to business students: vocational guidance 
films, lectures by instructors, career d~s, vocational conferences, 
home-room activities, excursions to business establishments, and 
exhibits of business occupations. A few schools reported talks by 
business department graduates, dramatization, business clubs, and radio 
program. 
4. Ninety-four per cent of the schools reported that teaching 
students how to apply for positions was one type of occupational 
instruction given to business education students. Acquainting students 
with current educational opportunities and requirements of institutions 
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beyond the secondary school was reported by 81 per cent of the schools. 
Seventy-three per cent of the schools supplied business students with 
information concerning occupational opportunities, requirements, and 
conditions. Information concerning business positions in the community 
was provided in 70 per cent of the schools and acquainting students 
with information concerning promotional opportunities in business was 
reported by 57 per cent of the schools. 
5. The data reveal that 96 per cent of the schools included in 
this survey were making effective use of audio-visual or teaching aids 
in connection with vocational guidance. Eighty-seven per cent of the 
schools reported the use of bulletin boards and 79 per cent reported 
the use of typing charts. The most frequently mentioned audio-visual 
or teaching aids used to provide vocational guidance were: occupational 
pamphlets, magazines, charts, clippings, pictures, and chalkboards. 
Other audio-visual aids used in connection with guidance were: movies, 
graphs, sound films, filmstrips, cartoons, field trips, maps, and models. 
6. Only 50 per cent of the schools included in the stuqy reported 
the use of films in the business department to supplement the 
instructional materials. The three most commonly mentioned films and 
the per cent of schools offering them were: Telephone Courtesy, 34 per 
cent; Duties of a Secretary, 29 per cent; and Tips on Typing, 20 per cent. 
A few schools reported the use of the following films: The Right Touch, 
How to Keep a Job, Personal Qualities for Job Success, Finding the Right 
Job, You and Your Job, and It Must Be Somewhere. 
Placement and Follow-up Services 
l. The data reveal that in all the schools included in the study 
at least one person was responsible for the placement of business 
students. The business teacher was responsible for the placement of 
business students in 60 per cent of the schools and the administrator 
in 37 per cent. Other persons responsible for placement services were 
the head of the business department and the guidance counselor. 
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2. Eighty-seven per cent of the schools reported one or more 
placement services for business education students. Placement services 
available for business students and the per cent of schools providing 
them were: placement of students in part-time employment, 63 per cent; 
placement of all students, 51 per cent; placement of former graduates, 
46 per cent; and placement of all students meeting certain requirements, 
37 per cent. 
3. Various methods were used in conducting follow-up studies of 
business students. The most frequently mentioned plan was by personal 
interview, being reported by 34 per cent of the schools. other pro-
cedures used in conducting follow-up studies were the sending of 
questionnaires to the graduates, calling the graduates by telephone, 
and sending letters to the graduates. 
4. The data reveal that 52 per cent of the schools included in the 
survey had conducted a follow-up study at some time, while 48 per cent 
of the schools reported that no follow-up studies of business education 
students had been conducted in their schools. 
Problems Which Stand in Way of Providing More 
Effective Guidance for Business Students 
1. Sixty-one per cent of the schools responding to the survey 
reported one or more problems which stand in the way of providing more 
effective guidance for business education students. That the schools 
did not report an extensive number of problems was indicated by the 
fact that the mean number of problems reported per school was 1.4. 
2. Twenty-nine per cent of the schools reported that the business 
teachers were too busy to provide adequate guidance services. Twenty-
seven per cent of the schools reported an insufficient number of 
vocational business courses. Nineteen per cent of the schools had 
inadequate financial appropriation to maintain guidance services. The 
administrative policy of placing poorer students in the business 
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department was reported by 17 per cent of the schools as a problem which 
stands in the way of providing more effective guidance for business 
education students. Other problems reported by the respondents were: 
lack of office space for counseling, business teachers lack sufficient 
knowledge of guidance, lack of a filing system for occupational informa-
tion, and lack of coordination in guidance services of the schools. 
Recommendations 
The findings of this study indicate that the following improvements 
should be made in order to provide adequate vocational guidance for 
business education students in the Catholic secondary schools of the 
Archdiocese of Boston: 
1. A full-time guidance director should be available in each 
school. Evidence of this need is indicated by the fact that one third 
of the schools reported that business teachers were too busy to provide 
adequate guidance services. 
2. The schools should broaden their vocational business offerings 
to provide training to meet all ability levels. 
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3. Only those students who have an aptitude for vocational 
business subjects should be admitted to the vocational business program. 
4. The schools should adopt more scientific and reliable criteria 
in predicting student success in business subjects, particularly 
shorthand. 
5. Carefully planned follow-up studies should be conducted in 
order to improve the vocational business program and the guidance 
services. 
6. An in-service vocational guidance training program should be 
initiated for the staff members who are responsible for providing 
guidance service. 
7. Surveys should be made of the business firms in the employment 
area to determine the number and types of job opportunities available 
to business education graduates. 
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A. STUDY OF THE VOC1~TION/,L GUIDi.iJCE SERVICES FOH BUSDWSS EDUC"~Tim.T STUDE~""TS 
IN THE CATHOLIC SECONDARY SCHOOLS OF THE ARCHDIOC:CSE OF BOSTOH 
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Name of School ------------------ Cit:r --------~-.......--
,., Total Enrollment of School Enrollment of Business Depcrtment -----
=:: 1:: : -::------
:). .. lrllho is responsible for the providing or vocational guidance for the business 
education students in your school? 
Please check one or more 
__ A. ;\dministrator 
____ B. Guidance Director 
__ c. Head of Business Depc;.rtrnent 
___ D. Home-room Teacher 
---~· Business Teacher 
_F. other 
2. P~1-ease check the statements '\1hich describe the responsibility of your business 
department in rega.:rd to the vocational guidance program in your school. 
A. 
_B. 
__ c. 
-.-D. 
,.. 
--~0 
__ Fo 
__ G. 
__ H. 
_I. 
_J. 
__ K. 
_1. 
__ H. 
Providing specia)_iMd occupational information 
Conducting follo'tf-up studies of business students 
Counseling business students 
Keeping cumulative records of business students 
Procuring objective d.:>.ta on business students 
Providing the vocatione.l guidance of business students 
Placing business students 
Assisting in procuring spec:-.kers for career de.ys 
Concucting field trips for business students 
Conferring with parents of business students 
Administering of tests 
No responsibility 
Other: 
- ----·---------------
3. Hm!f much time is given in your school for group guiC.ance? 
__ /i.o One perioc1 
__ B. One period 
_c. One period 
' 
a day 
a week 
a sernest.er 
D. Correleted with other subjects 
__ E. r·Tone 
__ F. Other: 
--------
4; How much time is given in your school for individual guidance? 
__ tl..o One period a ;.reek 
__ .. _B. One period a yec..r 
-~-_c. One period e semester 
_D. At option of counselor 
5. Plee.se check the criteri2. used when 
business curriculum. 
A. Intelligence quotient 
B. Prognostic tests 
__ c. Foreign language marks 
D. Scholastic recorc. 
E. Shorthand aptitude tests 
__ E. i•t option of c01mselee 
__ F. None 
_. __ G. Other:-·~---
guidinG students in the selection of the 
F. English grrd.es 
_ G. Studentis choice 
___ H. Parentis choice 
_I. None 
_J. Other: 
-------~~------~----
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6. Please indicate by a checkmark the policy which your 
fails n business subject. 
school follows if a student 
] 
A. Student is required to repeat the subject 
---B. Student may repeat the subject 
c. Student is not permitted to repeat the subject 
___ D. Student is permitted to attend summer school 
_E. Other: 
H 
'D 
r.: 
ell 
.s:: 
-f-) 
H 
0 
..!:! 
Ul 
ttO 
r.: 
•r-l 
f;; 
~ 
Q() 
r.: 
•r-l p.. (() 
()) Ill 
(J) ()) 
~ r.: ·rt 
0 (() 
0 :;J 
m f-Q 
7. Please check the information which is kept in the cumulative record. 
_A. 
_B. 
___ c. 
___ D. 
Ti' 
---·-JO 
.. ___ F. 
_G. 
_H. 
_I. 
Schola.stic data 
Intellieence test results 
Aptitude test results 
Prognostic test results 
!Lttendance record 
Reading ability 
Personal information 
HE'alth record 
Educatione.l and/or vocational plans 
_J. 
_K. 
_L. 
M. 
-N. 
_o. 
_P. 
Personality record 
Extra-curricular activities 
Outside interests 
Follow-up record of graduate 
Family background data 
Interest inventory results 
Other: 
8, In: regard to cumulative records, 
_A. Complete records 
does the business teacher hsve access to: 
_c. None of the records 
_B. Some of the records ___ D. No records available 
9o Please check one or more of the special media in your school that provides 
occupational information for business students. 
i-i.o Assemblies I. Home-room activities 
B. Talks by business leaders _J. Business clubs 
_c. Career days _K. Talks by business dept. graduates 
-
D. Vocational conferences _L. Radio programs 
_E. Dramatization _I~i. EYbibits of business occupations 
_F. Vocational guidance films _N. Excursions to business 
___ G. Books and pamphlets establishments 
_H .. Lectures b:r instructors _o. Other: 
10, Please check the types of information made available to your business students. 
_A. Providing informEl.tion concerning business positions in the community. 
____ B. Acquainting students ~dth current educational opportunities and 
requirements of institutions beyond the secondary school ~ 
___ c. Providing information concerning current occupationc:l opportunities, · , 
requirements, and conditions 
____ D. Acquainting students with information concerning promotional opportunities 
in business 
, _E. Teaching students hol'r to apply for positions in business 
11. 
.:.J. 
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Please check the eudio-visu<1.l 
department in connection ~dth 
e.ids or teA.ching aids used in the business 
guid<?nce. 
A. Charts 
- B. Graphs 
_c. Models 
_D. Sound films 
_E. Chnlkboards 
_F. Haps 
_G .. Movies 
~H. FiL'Tistrips 
___ I~ Occupational p&mphlets 
Please check the follo'ldng films which 
_ft. Finding the Right Job 
_B. How to Keep a Job 
_c. You ~nd Your Job 
__ D., It Hust Be Somewhere 
_E.. Hake Your Own Decisions 
___F. The Right Touch 
___G. Duties of a Secretary 
i?lea.se check the person or persons 
business students. 
___:·•o Administrator 
__ B. Head of business department 
__ c. Business teacher 
who 
_J. Pictures 
___ K. Typing charts 
___ L. Bulletin boards 
_]vi. Cartoons 
_N. Clippings 
_o. Magazines 
___ P. Field trips 
_Q. Other: 
you use in your school. 
__ H. Tips on T:rpin~ 
___ I. Telephone Courtesy 
_J. Hello Business 
___ K. Effective Production of 
Business Letters 
__ L. Personal C~ualities for Job Success 
__ H. Others: 
take cere of the placement of 
_D. Guidance counselor 
_E. No placement service is maintnined 
_F. Other: 
11.;.. Please check the follmdng placement services which are available to business 
education students in your school. 
_ ••• Placement of all vocational business stuc1.ents 
_B. Placement of all vocational business students meeting certain requirements 
_c. Placement of students in part-time employment 
_D. PlA.cement of former gret.duates 
_E. Other~ 
15. Please check the following problems which stand in the way of providing more 
effective guidance for business students in your school. 
_A. Business teachers too busy for euidance duties 
_B. Unfavorable attitude tm'larc. c.;uidance on part of school officials 
___ c. Lack of coordination in guid<nce services of school 
_D. Insufficient number of vocationel business courses 
__ ::::. Inadequate records upon which to base counseling 
___ F. L?ck of adequate financial appropriation to maintain guidance services 
_G. Business tee.chers lack sufficient kno~rledge of guidance 
_H. Administrative policy of pli'l.cing poorer students in business department 
_I. Number enrolled in business depertment too great for plD.cement 
possibilities 
. ___ J. Leek of office space for counseling 
_K. Lack of ~. filing system for occupational information 
_L. Other: 
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16. Hhat plan does your school use in conducting follow-up studies? 
_A. Ctuestionnaire to graduate 
_E. Persona.l interview 
_B. Questionnaire to employer _F. Telephone 
_c. Letter to gr8.duate _G. None 
_D. Postal card to graduate _H. Other: 
17. How often do you make a follow-up study of the business graduates of your school? 
----------------------------------------------------------------------
-··-·------·-------------------------------
L, o Please give ~rour suggestions for improvement of vocational guidance in 
~usiness education in your school. 
··~-----.. -------
-----------------------------------------~---
~.'7. t:JI1a.t itnproven1ents do you expect to mal<;e in your voca.tione.l guidance program? 
·-- --·------
-------------·--·-·-----------
-----------------------------
Do you wish a copy of the results of this report? Yes No 
~· 
Dear Sister: 
SAINT JOSEPH HIGH SCHOOL 
13 l'ffiBSTER A VENUS 
SOMERVIlLE, MASSACHUSETTS 
November 6, 1956 
Under the direction of Professor Lester I. Sluder of Boston 
University, I am conducting a study of the vocational guidance 
services provided for business education students in the Catholic 
Secondary Schools of the Archdiocese of Boston. The results of 
this study may be helpful to us as business teachers in the 
handling of our counseling, placement, and follow-up problems. 
Only through a careful study of the services and policies now used 
in guidance can we hope to work effectively in improving them in 
the future. 
The enclosed check list is constructed for easy checking and 
will require only a few minutes to complete by the principal, 
guidance director, or business teacher in your school. If very 
few of the practices contained in the check list are carried on 
in your school, please do not hesitate to ans,'ler, as this 
information will also be valuable to the study. 
1.11 datct. from ea.ch school will be kept strictly confidential. 
Neither your name nor the name, of your school will be used in the 
final summary which will appear in tabulated form only. If you 
prefer not to give your name on the questionnaire, please omit it. 
tr,!ould ~rou please fill out the enclosed check list, slip it 
into the enclosed self-adclressed, stamped envelope, end return it 
to. me at your earliest convenience. If you desire a copy of the 
results of this study, I shall be glad to send you a summary 
report. 
Your cooperation will be most sincerely c.pprecia.ted. 
Very sincerely yours, 
~. ~ld--u;? ~.~ 
Sister lw.ry Louise, ~.N.D. 
Enclosure 
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Dear Sister: 
SAINT JOSEPH HIGH SCHOOL 
13 i<JEBSTER A VENUE 
Somerville 43, Hassachusetts 
January 10, 1957 
On November 6, I forwarded a check list to you 
requesting information concerning vocational guidance practices 
for business students. Upon examining the returns, I found 
that I had not received ~. reply from your school. 
I realize that your official duties may have prevented 
your completing and returning the check list, Therefore, I 
amextending the period for completion of this survey in order 
th~t guidance information from your school may be incorpor&ted 
in this study. 
The major purpose of this study is to disclose the present 
status of vocational guidance for business students as practiced 
by the Catholic Secondary Schools of the Archdiocese and on the 
basis of the findings to make recommendations for the irr~rove­
ment of the guidance services. 
If you have mispl~ced the check list, I shall be glad to 
send you another one. 
I shall be gr~teful for your time and cooperation in 
making this stucty ~ success. 
Very sincerely yours, 
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FOLLOW-UP POSTAL CARD 
Dear Sister: 
Recent~ I sent you a check list concerning 
vocational guidance services for business education 
students in the Catholic secondary schools of the 
Archdiocese of Boston. 
After tabulating the returns, I find that I 
have not as yet received a reply from your school. 
I would be deeply grateful if you would 
complete the check list and return it to me as 
soon as possible. 
Very sincerely yours, 
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